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DEPARTMENT OF GENERAL SERVICES
Record* Monagwnant Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1252
PACE
m- 1 of 2

Department of Juvenile Services-Headquarters Administrative Services
AOBNCV

Item
No. Dotcription Retention

Shipping and Receiving Reports

Reports that are used to show that equipment and
supplies have been delivered.

Lease Document

Lease-Document approved by Board of- Public Works
to lease space. Contains approval date and
Board Item.

Addition to Inventory Form

Forms used to make additions to inventory.

Report of Stolen or Missing Property

Form used to report stolen or missing property.
Has DGS stamp approving removal from inventory.

Materials and Supplies Physical Inventory Records

Forms used to record the physical inventory
taken of supplies and materials.

Report of Materials and Supplies

Report filled out annually and sent to the
Department of General Services.

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3)
years after lease
terminiates and until all
audit requirements have
been fulfilled, then
destroy.

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3)
years and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3)
years and until all audit
requirements have been
fulfi 1 led, then destroy"...**-""

Retain for three (3) ., K. ,,,
years and until-, all *Vudit
requirements have been
fulfilled, then destroy.

Schadul* Ap »i»v«J by D t y w t w i t .

Agency, or DlvUlan R«pN««it«4tv«
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SCHEDULE
NO. 1252

PAGE
NO. 2 of 2

i :crti

No. Description Retention

Equipment Inventory System Transfer of Equipment

Form used to transfer equipment from one unit or
project to another unit or project.

Excess Property Declaration

Form used to record property that is excess and
removal"'from inventory,
the disposal.

Has DGS stamp approving

Retain for three (3) years
and until all audit require-
ments have been fulfilled,
then destroy.

Retain for three (3) years
and until all audit require-
ments have been fulfilled,
then destroy.
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INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

|AF »8o-i)

^^>EFARTMENT/ACENCY

Dept. of Juvenile Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACE 1 OF -8

a. UNIT

Headquarters

DEFINITION •RECORD SERIES** 0 l t O 0 P O r «*»-*TKD KCOHDI NORMAl-LY FIUKD AMD UKD AS A UNIT FOR
; mWEHCTCT A« W U . A« KrnWTlOW AMD DIBPOBITICW >IWM»g« •_

4 . RECORD SERIES TITLE

Shipping and Receiving Reports
5. EARLIEST YEAR/LATEST YEAR

1989 TO 1990

! « . RECORD SERIES DESCRIPTION ( " l l l i t f r i - r » « « C R I « THK TYPM OF- INPOMUTION/DOCUMMTB/rann FOUND
; < -IN THE SERIES. . INCLUDK TMC PUKPOIE Om FUNCTION OF THK « K P i e » )
Reports that are used to show that equipment and supplies have been delivered.

7. RECORD SERIES FORMAT(S)

BXLETTER SIZE D MICROFILM

° LEGAL SIZE ° COMPUTER TAPE

^^OUND BOOK O FLOPPY DISK

Q AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

H NUMERICAL

B CHRONOLOCICAL

n GEOGRAPHICAL

D OTHER(SPECIFY)

! tl ". FILE IS USED

BXDAILY D WEEKLY a MONTHLY

•13. CURRENT LOCATION!SJ (BLDC..FLOOR,ROOM)
; 321 Fallsway, 2nd Floor
• Baltimore, Maryland 21201

15. ACCESS RESTRICTIONS • YES 0 NO '
(IF YKS, CITS l-AW(a) ft RKOUI_*TION( «)

17. IS AN INDEX SYSTEM USED? (IF YIS.V7LAIN
• RIBFLY AKD DIICRIM AMY HARDtARc/SOFTWARK)

Q YES ^ NO

I». NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

9. VOLUME
£3 FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

3 pNaTe7 ° ««*l-«inrj
to. ANNUAL ACCUMULATION

^FILE DRAWER(S)
1 ,p ° MICROFILM REEL(S]
kuWhgft D COMPUTER TAPE(S)

n OTHFRlWprlFVl
I2# FILE BECOMES INACTIVE AFTER

1 D MCMTHlSl ^YEARfSl
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(iF YES, IPECIFY AOKKCY OR OFFICE)

n YES »<NO

16. AUDIT REQUIREMENTS

• NONE ESTATE ° FEDERAL ° INDEPENDENT

IS. RECOMMENDED RETENTION

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

20. TELEPHONE NUMBER

(301) 333-6874

21 . DATE

July 27, 1990

DGS 330-4 (REVISED 2/87)



fNSTRUtTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( j g f I B O - I )

l^^ePARTMENT/AGENCY

Dept. of Juyenile Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION
Administrative Services

AGENCY RECORDS INVENTORY

PACE .2 . OF 8 '

3 . UNIT

Headquarters

DEFINITION-RECORD SERIES mA OROOf Or RKLATKD RKCORDS NORMALLY FIUCD AND UIKD AS A UNIT FOR
m r e W C T g AS WKLL AS RETENTION AND DISPOSITION pii»POag« •_

4 . RECORD SERIES TITLE

Leases
5 . EARLIEST YEAR/LATEST YEAR

1987 TO 1990

». RECORD SERIES DESCRIPTION (•*IICrl-Y DMCHISK TKX TYPM Of INPORMATION/DOCUMKNTS/PORMS FOUND
•IN THE SERIES. . INCLUDK TMX PURPOSE OR FUNCTION OF TMK l i n n )

Lease - Document approved by Board of Public Works to lease space.

I 7. RECORD SERIES FORMAT(S)

D LETTER SIZE O MICROFILM

tgj-ECAL SIZE Q COMPUTER TAPE

^PoUND BOOK O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

D NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

* OTHER(SPECIFY)

Location

9. VOLUME

• FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMBBK D oTKERfspECFYj
7 pages j

10. ANNUAL ACCUMULATION

10 leases D FILE DRAWER(S)
per year. D ™**>FM ^ W
K RTSBKR-D COMPUTER TAPE(S)

nryt

i i i . FILE IS USED

£L DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MCNTH(S) . K Y E A R ( S )

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

321 Fallsway, 2nd Floor
Baltimore, Maryland 21201 ; .•••;

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YCS, iPtcirr AOKKCY OR OFFICB)

A Y E S D N O Dept. of General Services

15. ACCESS RESTRICTIONS • YES B NO

(IF YKS, CITK LAW(S) * RKOULATION(S)

16. AUDIT REQUIREMENTS

D NONE H STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! (tr YKS.KXPUAIN

• RIKFLY AKD OBSCRIBK ANY KARDIARC/8OFTWARK)

O YES » NO

IS.
1 ' "•* •

RECOMMENDED RETENTION

Retain for three years! afterileaseH.ernfinates
and until all audit requirements have been 5

fulfilled, then destroy. . •-..*• .-< •\

19. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

21. DATE

July 27, 1990

DCS 350-4 (REVISED 2/87)



'INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{ f ^ S 8 0 - I )

l^^EFARTMENT/ACENCY

Dept. of Juvenile Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACE '"3" OF 8

3 . UNIT

Headquarters

DEFINITION-RECORD S E R I E S - A O l t O O P O p ™"-ATXD RECORDS NORMALLY FILKO AMD U K D AS A UNIT FOR
MFKHgWCT AS WKU. AS UrTTWTI Oft AND DUPQBITteW PUHFOggg •

{ 4. RECORD SERIES TITLE

; Addition to Inventory Form
5 . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

! 9. RECORD SERIES DESCRIPTION (•"'™r«> DESCRIBE
; # IN THE SERIES.

Form used to make additions to inventory.

THE TYPES OF- IHPOMiATIOM/BOCUWNTS/nmO FOUND
INCLUDE THE PURPOSE OJt FUNCTION OF TMK I K P I t l ]

4

7. RECORD SERIES FORMAT(S]

% LETTER SIZE • MICROFILM

° LEGAL SIZE • COMPUTER TAPE

^^DUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

B NUMERICAL

& CHRONOLOGICAL

B GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

D FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

1 She""" ° °THE«(^C.FY)

10. AfMUAL ACCUMULATION

100 sheets0 FILE DRAWER(S)
per yr. • MICROFILM REEL(S)

KbWhgR O COMPUTER TAPE(S)
D ftrrwp'wf ̂ prr irv l

I II FILE IS USED

Q DAILY O WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

• MONTH(S) . B YEAR(S)

IS. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

321 Fallsway, 2nd Floor . .
Ralt.imnrp. Maryland 21201

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlP YES, SPKCIPY AOEKCY OR OPPIce)
Q YES • NO

15. ACCESS RESTRICTIONS O YES 8 NO

(IF YKS, CITK LAW{S) * RKOUUATION(S)
16. AUDIT REQUIREMENTS

D NONE B STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VW.S.KXPUAIN
•RIBFLY AKD DIICRIU ANY KARDIAKC/SOFTW.

• •

• YES 0 NO

It. RECOMMENDED RETENTION

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

DCS 330-4 [REVISED 2/87)

21. DATE

July 27, 1990



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
V ^ m RECORDS RETENTION SCHEDULE
^ K IBO-I )

I. DEPARTMENT/AGENCY

Dept. of Juv.enile Services

DEPARTMENT OF CENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACE 4 OF & ,

S. UNIT
Headquarters

DEFINITION-RECORD SERIES-* OIIOUr Or "*LATBD RECORDS NORMALLY PILED AMD UfCD AS A UNIT FOR
mnnsics AS WKLL AS RETENTION AND ni iwutr tew ptn»po»g« •___

4. RECORD SERIES TITLE

'Report of Stolen or Missing Property
EARL. Im^'IW YEAR

TO

BRIEFLY DESCRIBE TKK! 0. RECORD SERIES DESCRIPTION (
j ( IN THE SERIES.

Form used to report stolen or missing property.

TYPES OF" INPORMATION/DOCUMKNTS/PORMS FOUND

INCLUDE. THE PURPOSE OR FUNCTION OF THE BBP1E*]

7. RECORD SERIES FORMAT(S)

» LETTER SIZE • MICROFILM

4feL£GAL SIZE • COMPUTER TAPE

^^OUND BOOK D FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

• OTHER(SPECIFY)

11 *_ FILE IS USED

O DAILY D WEEKLY H MONTHLY

13. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

0&77/r7/>£J?, /Uc)• <2-J'2-£> -Z.

IS. ACCESS RESTRICTIONS D YES 0 NO

(IF YES, CITE LAB(S) * RSauLATION(s)

17. IS AN INDEX SYSTEM USED! (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANT HARDBARc/SOFTWARE)

O YES A NO

•

11. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

9. VOLUME
• FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

1 sheet
10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
3 O MICROFILM REEL(S)

io'3R^ D c o M P V r E R T A P Ei s»
D orrwri*/«nscf irvl

1 2 * FU-E BECOMES INACTIVE AFTER
D MONTHfSl B YEARfSl

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP W S , SPECIFY AOENCT OR OPPICE)
D YES B NO

1C. AUDIT REQUIREMENTS

D NONE B. STATE D FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

20. TELEPHONE NUMBER

(301) 333-6874

21 . DATE

July 27, 1990

DGS 330-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEV OR
REVISED RECORD SERIES. FORWARD
WITH tre-nntmti » F m r r i « j w v r r v n f
( j r e S 8 o - i )

l^^EFARTMENT/ACENCY

Dept. of Juvenile Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

Support Services

AGENCY RECORDS INVENTORY

PACE ' 5 OF '8

3 . UNIT
Headquarters

DEFINITION-RECORD S E R I E S - A ° '* C t J P O F ««1-ATKD RECORDS NORMALLY FILKD AND VfKD AS A UNIT FOR
M F i M w a AS nu. AS wrtwiTiew AND DigrogiTiew FUWFOBEB •

4. RECORD SERIES TITLE

i Materials and Supplies Physical Inventory
5 . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

! • • RECORD SERIES DESCRIPTION (•"'• l'*-r DESCRIBE TW TYPES OP" INFOMUTION/DOCUWITB/POHtn FOUND
! > -IN THE SERIES. . INCLUOK THE PUM>OIC OH FUNCTION OF THE i m e i )

These records record the physical supply and materials* inventory that was taken.

j 7. RECORD SERIES FORMAT[S]

R LETTER SIZE O MICROFILM

°__LEGAL SIZE Q COMPUTER TAPE

BOOK D FLOPPY DISK

O AUDIO TAPE n VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

** OTHER(SPECIFY)

By Area and Program

VOLUME

1/10

8 FILE DRAWER(S)
O MICROFILM REEL(S]
D COMPUTER TAPE(S)

MU**BIS* D OTHERJ SPECIFY)

t o . ANNUAL ACCUMULATION

£ FILE DRA*ER(S)

1/20 ° MICROFI1-M REEL(S)
NbUkm D COMPUTER TAPE(S)

i n. FILE IS USED

Q DAILY D WEEKLY ** MONTHLY

12. FILE BECOMES INACTIVE AFTER
$ MONTH(S) . D YEAR{S)

13. CURREMT LOCATION(S) (ELDG..FLOOR.ROOM)
321 Fallsway, 2nd Floor
Baltimore, Maryland 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCS, SPECIFY AOEKCY OH OFFICE)
D YES GS N O

IS. ACCESS RESTRICTIONS D YES *X NO
(IF VM, CITK LAf(t) * mcouUATION(s)

16. AUDIT REQUIREMENTS

• NONE $ STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YKS.K>:PI_AIN
BRIKFLY AND OKICNIU ANY HARDMAREVSOFTWARX)

Q YES ^ NO

IS. RECOMMENDED RETENTION
* ••> f • • V

Retain for three years and^unta l̂v al l>-audit^
requirements have been fulfilled, then destroy.

1». NAME AND TITLE OF PREPARER

Thomas j. Grami1, Administrator

DCS 330-4 (REVISED 2/87}

20. TELEPHONE NUMBER

(301) 333-6874

21. DATE

July 27, 1990



"5MSTR1JCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(J|f SSO-I )

l^^ePARTMENT/ACENCY

Dept. of Juvenile Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Support Services

AGENCY RECORDS INVENTORY

PACE 3 o r 8

3. UNIT
Headquarters

DEFINITION-RECORD SERIES A OROUP OP RKLATKD RECORDS NOMUU.y FILJCB AND UtID A* A UNIT POM
m r e w w a : AS W U AS RETENTION AMP O I SFQB i T t ew Pimroaeg ; _

4. RECORD SERIES TITLE

1 Report of materials and supplies.

3. EARLIEST YEAR/LATEST YEAR
1988 TO 1990

! 6 . RECORD SERIES DESCRIPTION l" l t I I C F l -Y DMCRIK THE TYPES Or tNPOMUTION/DOCUHDITS/ronni FOUND
•IN THE SERIES. . INCLUDE THE PUXPOfE OM FUNCTION OF THK I B n e i )

Report filled out annually and sent to the Department*of General Services.

7. RECORD SERIES FORMAT(S]

H LETTER SIZE O MICROFILM

a LEGAL SIZE • COMPUTER TAPE

^ X N D BOOK • FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL.

D NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

$ OTHER(SPECIFY)

By Departmental Unit

1 1 !\riLE is USED Annually ' • .: ••: !

Q DAILY D WEEKLY O MONTHLY

,13. CURRENT LOCATION(S) {BLDG.,FLOOR.ROOMJ
: 321 Fall sway, 2nd Floor

• Baltimore, Maryland 21201

IS. ACCESS RESTRICTIONS O YES & NO
(IF Y1S, CITS LAW(s) A RKOULAT1 ON ( S )

17. IS AN INDEX SYSTEM USEDT (IF VM.KXFLAIN
• RIKFLV AKO DBICRIU ANY HARDIARC/ SOFTWAKC)
• •

a YES & NO

It. NAME AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

9. VOLUME
• FILE DRAWER(S)
O MICROFILM REEL(S)
n COMPUTER TAPEIS)

zT^es ««m«(««cinr,
10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
n MICROFILM REEL(S]

StSnn- £ COMPUTER TAPE(S)

c pagesg, rrrwPB,CTC.^,lrv,
12 • FILE BECOMES INACTIVE AFTER

' O MONTH(S) . $ YEAR(S]
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, IKCIPY AOENCT OR OFFICE)
D YES B NO

16. AUDIT REQUIREMENTS

D NONE £ STATE • FEDERAL ° INDEPENDENT

11. RECOMMENDED RETENTION

Retain for three years and until all audit

requirements have been fulfilled, then destroy.

20. TELEPHONE NUMBER

(301) 333-6874

21. DATE

July 27, 1990

DCS 330-4 (REVISED 2/87)



-iNSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION

SSO-I )

1 r"beFAHTMENT/ACENCY

Dept. of Juvenile Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACE or

S. UNIT

Headquarters

DEFINITION-RECORD SERIES** O l t O W O F «*LATSD RECORDS NORMALLY PILKD AND USED AS A UNIT FOR
; HKFEHgHCT AS WELL AS RETENTION AHD DIBPOBtTtOW p i i u W K I •__

I 4. RECORD SERIES TITLE Department of Juvenile Services
; Equipment Inventory System Transfer'.of Equipment -

5. EARLIEST YEAR/LATEST YEAR
1988 TO 1990

! 6. RECORD SERIES DESCRIPTION (•*IKri"T DMCRIBK THE TYPES OP" INPORMATION/DOCUMBMTS/PORMS FOOND
•IN THE SERIES. . INCLUOK THE PURPOSE OH FUNCTION OF THE UfTlH]

Form is used to transfer equipment from one unit or project to another unit or project.

7. RECORD SERIES FORMAT(S)

& LETTER SIZE ° MICROFILM

OjJEGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

• NUMERICAL

$ CHRONOLOGICAL

• GEOGRAPHICAL

n OTHER{SPECinrj

• J

9. VOLUME

NUMBER
1 sheet

O FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
D MICROFILM REEL(S)

50 f n W ? F ° C O M P U T E R T A P E l s J

i ii. FILE IS USED

Q DAILY P WEEKLY R MONTHLY

^12. FILE BECOMES INACTIVE AFTER
O MONTH(S) . ̂ (YEAR(S)

13 CURRENT LOCATION(S) (BLOC..FLOOR.ROOM)

321 Fallsway, 2nd Floor
Baltimore. Maryland 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF VKS, SPECIFY AOEKCY OR OFFICE)
D YES **NO

IS. ACCESS RESTRICTIONS • YES ^ NO

( IP VKS, CITE t-AW(s) A> RKauuATION(s)
16. AUDIT REQUIREMENTS

a NONE E S T A T E D FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F VKS.EXPLAIN
BRIEFLY AKO DESCRIBE ANY HARDMAREVSOFTWARE)

a YES 6 NO

It. RECOMMENDED RETENTION

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

1». NAVE AND TITLE OF PREPARER

Thomas J. Gramil, Administrator

20. TELEPHONE NUMBER

(301) 333-6874

21. DATE

July 27, 1990

DCS 330-4 (REVISED 2/87}



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(JK »SO-1)

1. DEPARTMENT/AGENCY

Dept. of Juvenile Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACE 8 OF 8 •>

3. UNIT

Headquarters

DEFINITION-RECORD SERIES-A o l f O o r O p "*»-ATBD RECORDS NORMALLY FILES AMD UKD Al A UNIT FOR
• m r t H P i a c AS WELL AS I H T I N T I O H AMP D U P Q B I T I O W PtmFQ8g« •_

4 . RECORD SERIES TITLE

Excess Property Declaration
5. EARLIEST YEAR/LATEST YEAR

1988 TO 1990

6 . RECORD SERIES DESCRIPTION (" I I I I t | r l - r D M C R I K THE TYPES OP> IHraMUTION/DOCUKNTB/FORMI FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF TMK l i n c i ]

Records property that is excess and removed from inventory.

7. RECORD SERIES FORMAT(S)

H LETTER SIZE O MICROFILM

• LEGAL SIZE • COMPUTER TAPE

^P©UND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

Program & Project

| I1#. FILE IS USED

. O DAILY • WEEKLY # MCNTHLY

; 13. CURRENT LOCATICN(S) (BLDC..FLOOR.ROCM)

321 Fallsway, 2nd Floor
• Baltimore, Maryland 21201

IS. ACCESS RESTRICTIONS O YES 0 NO

(IP -TO, CITK LAW(s) * HIOULAT1 ON { S )

17. IS AN INDEX SYSTEM USED* (IF VKS.EXPLAIN
BRIEFLY AKB DlfCRIM ANY HARDtAlie/tOrniAMC)

Q YES H NO

It. NAME AND TITLE OF PREPARCR

Thomas J. Gramil, Administrator

9. VOLUME
• FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE!Si

NUMBER Q OTHER ( SPEC, py)
1 sheet

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
• MICROFILM REEL(S)

c n kiAlkgh ° COMPUTER TAPE(S)
50 sheets D ^ p , ^ ^ ,

I2; FILE BECOMES INACTIVE AFTER
" 3 Q MONTH!S) 6 YEARfSl
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YCS, SPECIFY AOENCY OR OFFICE)
• YES S NO

16. AUDIT REQUIREMENTS

O NONE & STATE O FEDERAL • INDEPENDENT

- - * • - ' , ' * • - •

I S . R E C O M M E N D E D R E T E N T I O N ' .'*•>. „,',/-;

Retain for three years and ;until all audit
requirements have been fulfilled, theri^destroy.

i
i

20. TELEPHONE NUMBER

(301) 333-6874

21. DATE

July 27, 1990

DCS 330-4 (REVISED 2/87)


